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View and Run Reports 
 

Depending on the role assigned to you in dash, you may be able to view and run various reports.   
 
For a list of the reports that each role may view, print and export, refer to Page 4 of this guide. 
 
 

1. Click Business 
Intelligence on the left 
navigation menu.  

2. Click Run a Report.  

 

 
 

 
The Reports screen 
displays.   
 
3. Click the tabs at the top 

to view:  
 

 All reports available to 
you 

 Recent Reports that 
you have run 

 Reports that you have 
viewed most often 

 Reports that you have 
subscribed to 

 A user guide that walks 
you through running 
and viewing reports 
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4. Click the arrow next to a 
report section to expand 
it. 

 
In this example, we will open 
the Alerts section. 
  
 
 

 

 

A list of reports available in 
the section displays.  
 
5. Click the report you 

would like to run.  
 
In this example, we will click 
Listing Alert. 
 

 

The description of the report 
displays on the right. 
 
6. Click Go.  
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7. Select the Export Type 
for your report (Excel or 
PDF) 
 

Note:  Some reports may 
only be available in one 
format.   

 

The office selection window 
displays. 
 
8. Click an office on the left 

to include the office in the 
report, or click Select All 
to include all offices. 

 
To remove an office from 
the report, click X next to 
the office name on the 
right. 

 
9. Click Run Report. 

 

 
 

10. Click on the report to 
open it.   
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The chart below shows the various reports that the different roles in dash may view, print and export. 
 
Please note that some reports may not apply to your brand. 
 
 

 
 
 

 


